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Requirements

In order to run and use DefTrack, certain minimum requirements of hardware, software,
and memory must be meet.

Hardware

DefTrack requires the following hardware:

= Apple Macintosh Quadra or later model
Macintosh computer or Mac OS compatible equivalent.

= Hard disk drive with at least 8MB free space.

= 13” monitor or larger - color preferred.

Software

DefTrack requires System 7.0 or later Apple System software

Try not to run DefTrack with Oracle client/server applications, because these programs
may cause DefTrack to run erratically.

Memory

DefTrack uses 6MB of RAM to run.
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Installing DefTrack

Obtaining DefTrack Software

A folder is available to all DefTrack administrators which contains the following
items — DefTrack application, a copy the Users Manual, a blank data file, org
codes and other important components of DefTrack.

To log on to the server:

Steps

Administrators Action Only

1.

Open Chooser

Select APPLESHARE

Select zone ARO

Select the ARO Database

In the log in window type in the name DTADMIN

o [w]

Notes

The password is ??7?
If you forgot the password call the ARO DefTrack Manager.

The name and password are case sensitive so capitalizing or not as indicated
is important.

7.

Select DefTrack Administrators

8.

Click on Okay and close your Chooser

Please take what you need and log off. Only one user at a time can log in
using the name DTADMIN. While you are logged in no one else can access
the information.

Installing the software

Steps

Administrators Action Only

1.

Remove the old DefTrack application, if present on your system,
application by dragging the icon into the Trash and selecting “Empty
Trash” from the Special menu. THIS IS A NECESSARY STEP.. ..
YOU REALLY WANT (AND NEED) TO DO THIS!

Drag the following files (ES&H DefTrack application and ReadMe
files) from the DefTrack administrators server into your ES&H
DefTrack folder.

Double click the ES&H DefTrack application icon.
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Installing DefTrack, Continued

The following window will appear:

Password

@ rUser Tist

Le=igner -
Administrator

[rata Entry Uzer
Special Guest

Guest (Browse only)

rPassword
Steps Action
4. Click on the Administrator or Data Entry user type and log-on with

the correct password in the ReadMe file.

Click the OK button, while holding down the option key _.

A window similar to this will appear:
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Installing DefTrack, Continued

Steps

Action

5.

Warning

Select your ES&H DefTrack.data and click on the Open Data File

button.

Make sure that this is the data file you really want to open.
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Starting up DefTrack

Steps

Action

1.

Warning

Double click on the DefTrack icon in your ES&H DefTrack folder.
(See example below.

DefTrack Yx.x.x

Never, Never, Never open DefTrack by clicking on the datafile.

DefTrack remembers the last datafile it opened. If you have more than one
datafile you could inadvertently open the wrong datafile.

Always open DefTrack by clicking on the DefTrack application.

Warning

Hints

Select Data Entry User or Administrator, then either Tab to or
click in the Password box.

rllwer Hod

Dazigmer

alrrind cirstor

D Endry Liser
Special [usst

Gt (Bronse oalil

il

-Fasyword

|
| Canzel I || i I

Enter your password (It must be greater than 5 characters long)
and click OK. You should be now at the start-up screen.

The password is case sensitive. Make sure Upper is Upper and lower is
lower case.

To change to another data file click OK while holding down the Option
key.

Have your DefTrack application and DefTrack data file in the same
folder. This will make it easier for you to find all the exported item files
and MADS error files.
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Basics

How to Use DefTrack Menus

Before entering data into DefTrack, you should familiarize yourself with these 3 important
DefTrack menus View, Enter, and Select

View Menu
View There are different kinds of data and record
e %1 formats in which you can enter and view data
Inspections in DefTrack. The View menu determines

All Inspection ltems ) which record type you will be working on.

verifications #3 Whether you are creating new records,

Item Priorities 4.4 modifying existing records, sorting records,
X - deleting records, or searching for records, you
Compliance Codelist #2 must designate what type of records you wish

CodelistUsage Areas 36 to work with by using the View menu.

Organizations = Once you have made your choice a predefined

listi f fields will .
Items: Next ARO Roll Up %8 isting of fields will appear
Items: Last ARO Roll Up  3€9

Enter Menu
Enter To create new records, modify records, or
delete records, go to View and choose the
New Records M correct record type and then go to the Enter
Modify Records | menu and choose your action.

Delete Selection You can only enter new Inspection Items

Apply Mgr-Responsibility through the Inspections view.
Global Updates... . You may delete or modify Inspection Items

through the Inspections or the Items view.
Special Modify Records 31
Special Global Update
Reset Roll Up...
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Basics, Continued

Select Menu
select The Selection menu allows you to search for
records, sort records, save subsets of searches,
Show All #5 produce search templates, and temporarily
5how Subset x+ create a listing of found items.
Omit Subset 3=

Save Current Selection 3=
Add Selection to 5aved Set
Restore Selection

Omit Saved Set from Selection
Omit Selection from Saved Set

Apecial Item Search
Show Inspections
Search...

Search by Index...
Search by Example...

S0ort...

5ave Selection as Set..
Load Set...

Create Temporary Yiew

Selecting Items in a List

Click Single Click selects one item.

__-Click By holding down the command key while clicking, you can select multiple
items

Shift-Click By holding down the Shift key while clicking, you can select a range of items.

Click the first item hold down the shift key, and click the last item in the range

—all items in between will be selected.
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Changing Passwords

Background The best way to provide security for your database is to password
protected and change the password a couple times a year.

Steps Action

1. From the splash screen chose Access from the File menu.

About the database...

Help... 3#EH
ACcCess..

Import... 31
Export to Directorate 3#EE

The following window will appear:

T Paseerd T

H e Had

[t
Adrrind i o

DA Endyij Ugss
Special Cu=vi

it (Broawze oaliil

il

- Pasyword

| Lozl Ill L1t I

Type in your password in your appropriate access level — Click OK.
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Changing Passwords, Continued

Steps Action

2.

Database Access Control

Username: Administrator

[ Change Password ]

[ Rt Henosn Pripilagas ]

|__pone ||

To change your password click on Change Password or click on
Done to cancel your actions.

v Enter New Password:

| |

Enter new password, try not to make your passwords to obvious i.e.
using your (name, kids name, date of birth, etc.) then click OK.

Remember to write down your password and put it in a safe place.

Hint If you can’t remember your password you can download a fresh copy of
DefTrack from the DefTrack Administrators server and start fresh with the
default passwords.

Assurance Review Office, DefTrack 6.0.5 -9- February 17, 1999



Changing Passwords, Continued

Steps Action

4,

Enter new password again to
v confirm:

I |
RTINS

Re-enter your password to confirm your original input — click OK.
Click Cancel if you do not want to discontinue this process.

The following window appears:

g Password changed!

Click OK.

Database Access Control

Username: administratar

[ Change Password |

[ £ait sicoass Priviiages |

Click on Done if you are satisfied with your new password. If you
want to change your password again, click on Change Password.
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How to Add an ES&H Inspection

Use the procedure below to add data to an ES&H Inspection form.

Steps Action
1. Select Inspections from the View menu.
Yiew
Inspections #1
All Inspection Items a®2
Yerifications 33
Item Priorities 4

Compliance Codelist 35
Codelist Usage Areas ¥b

OrganiZzations w7

Items: Next ARO Roll Up 38
Items: Last ARO Roll Lp 9

2. Select New Records from the Enter menu.
Enter
Mew Records N
Modify Records M

Delete Selection
Global Updates...

Apecial Modify Records #1
Special Global Update

Notes | A blank ES&H Inspection form, which includes the inspection date and the
ID number, will appear on the screen..
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How to Add an ES&H Inspection, Continued

p.lg-l-ad'a

Inspections Add

EI.""\—-\.\ i 'a"'—"'"

¥
e -.--- L] 29,98
I 1:-'-.=r\. 5

P PPN S ""l'l"l' 'l.|.1.||"-|'|"'l.
T 1...4... Chmd e sed | Ran Pridtal

Steps Action
3. Do the following to enter the data provided by the inspection team:
= Fill in the “Inspection Name.”
= Tab to “Inspection Type” and make the appropriate selection from
the **Choices for Inspection type” menu.
= Double Click on Selection.

List = H

Heme in Het Inspeation type

Corporabe
Exiernal

Faatltty Indormasl
rdsrmal

MFED

Fadd

ST pmsesEmenh
pegial

o) e )=

*Contact your DefTrack administrator if your choice does not match what is
on the list.
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How to Add an ES&H Inspection, Continued

Steps

Action

4.

Notes

= Click or tab to “Inspection Team” and type the data provided.

To enter an inspection item, Click on the “Add” button.

= When the ES&H Inspection item form appears, fill-in all the fields
colored in white. If the item has a Status of complete, fill-in the
fields colored in red also.

The new item ID number automatically appears when you click on the

“Add” button.

Items Add Included
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How to Add an ES&H Inspection, Continued

Steps

Action

5.

Time
Saver

Notes

Warning

Click on the Accept button at the bottom of the screen to save the
data entered. A Dialog box will appear asking you if you want to
use the current date as the item date.

The Iltem Date is the saome as the
0 Current Date!

Print l| Reject ||u|<l

If the current date is correct click on the OK button to go on to the
new item input form. A new blank Items Add form will appear for
you to add additional item information.

If this is not the item date you want to use click on the Reject
button to input the correct date.

You can use the Recall button. to transfer all the data you inputted from
the previous record to the current record you’re in.

You may or may not have data to enter on page 2 (Verifications);
however, you will add more information after management review. At
that time, see the “How to Modify Records™ section in this guide.

Do not click on the cancel button. If you do, your data will be lost.
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How to Add an ES&H Inspection, Continued

Steps

Action

6.

When you no longer have any new item information to enter and
you are in a blank Items Add input form click the Cancel button. The
Inspections Add or Modify form will appear with all the information
you have inputted.

] Insgactions Modify i
T T -
N P .
FEERslian L Ly Swance, Jdsa Serps, Peery Srescreen, Heewn Cenerd. iy j:
R, HIR w0 e, e Dl i) -

EE . EE E EE

If no more changes are to be made, click on the Accept button to
bring up a new blank Inspection Add form. You may now add new
Inspection data or click on the Cancel button to end your session.

Notes

If you choose the Cancel button a Dialog box will appear asking you
if you really want to delete the currently displayed inspection. If you
do, click OK. if not click Cancel.

This Inspections and ALL Iltems
0 records will be permanently

Deleted!

Print ' Cancel II

Write the computer-generated “Inspection ID” on the original, hand-
written ES&H inspection form.
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How to Modify Records

Modify Use the procedure below to modify (edit/change) ES&H Inspections
or Inspection Items.
Steps Action
1. Select the appropriate entry from the View menu.
Inspections #1
All Inspection ltems #2
Yerifications #3
Item Priorities 4
Compliance Codelist #3
Codelist Usage Areas ¥6
Organizations BT
Items: Next ARO Roll Up 38
Items: Last ARO Roll Up 39
2. Highlight the records to be modified.
g3 st e e o 1268 E:E|
Insgnelion 10 !l::mlli‘:ll'ﬂ- InspeelbEon mrms Imesekien s -
.'r'.-'--' ToE] 117 | oo BORF ESAH Cammilss Sraanniret
1EER-C 1 "|11:l' ==4'] :-rl mazeEEmEnl
(14 S il ] 12187 FEEH Do I 18 DSt LINE s
{EER -0 7 [arziese HhiH HAR 13RS Corparats
|.-- T[] '-1'.'-'-r .-r\- FOUTIHE IM=FECT WG |5 il spopeemsrri
- r _.;\-|:.=--r-u.n:- i
.a:_-:-:-_._- - -' ’. T L]
IFFE D -] e L B FrisTe
MR BER-eaEas [ETIEL-E: Eal wemnzzmer
IEEW EN- (T ¢ IRy T &eass L T T T Ll
1EER Bl - =i |3 4] g el IRsppplae EH gadpssm il
1SR Bl (a4 T - I RRAT Erdarm
1FF R E ] - (o D |E. PR De=r Hr R Falan e
] [ owne | i
£ I
3. Select Modify Records from the Enter Menu.
4. Edit the appropriate fields.
5. To save the changes made, click the Accept button.
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How to Delete Records

Deleting from the enter Use the procedure below to delete records from the Enter menu.
menu
Steps Action
1. Select the appropriate entry from the View menu to delete ES&H

Inspections or Inspection Items.

Inspections 3#1
All Inspection Items 2
Yerifications #3
Item Priorities 34

Compliance Codelist #5
Codelist Usage Areas ¥6

Organizations BT

Items: Next ARO Roll Lp 38
Items: Last ARO Roll Up 39

2. Highlight:

= Records to be deleted.

= Choose Delete Selection from the Enter menu. The dialog box
below will appear.

lTimspect iona aelected

0 Oitems aelected
OUerificotion aslected
¥ow ore obout te PERHAHEHTLY
remspe Lhess recards]
Ila ihia OE7?

| Print || concer |

3. Click on Delete to proceed with deletion or Cancel to cancel
deletion process.

Warning | Once you click on Delete the record is gone. You cannot undo.

Also, when deleting the Inspection record all of the associated items and
verifications will also be deleted.
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How to Delete Records, Continued

Deleting items while Use the following procedure to delete items while creating a new
creating or modifying record or modifying an existing record from the Inspections
Inspection records Modify or Add view. Note that the Delete button will be in the

active mode, from the ES&H Inspection Form only.

Steps Action
1. Highlight the item to be deleted and click on the delete button

. The following message will appear if you are in the ES&H
Inspection form:

limspect iona selected

0 Oltems aelected
Oerificot ion aslected
Wou aore obout te PERHRAHEHTLY
remoue Lhess records|

la Ahi= DEY

| Print || Concel ||

Or if you are in the Inspection Item Verification Page the message
box will look like this:

FBre You Swues You Uish to DELETVE
@ the Uerificotion: DO-DOODOD3

| Frint ll Concel I-l

2. Click on Delete to proceed with deletion or Cancel to cancel
process.

Warning | Once you click Delete the record is gone. You cannot undo.
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How to Use Search

Search Editor

Use the procedure below to search for records.

Steps

Action

Choose Search from the Select menu.

DefTrack displays the “Search Editor.

imrrp

=3

(ol [om] [oee] (o jlmmn) (el

e, P BT ] B TR T |

area.

Click on the field name you want to search in the “Available Fields”

Available Fields:

[Related Tables - |

1

.-"ﬁl' Inspection_ID
@ Inspection_date

4]

=
ﬁ‘l' Inspection_type I

-

Ingpection_team
E Remarks

Click on a comparison operator in the “Comparisons” dialog box.

Comparisons

iz not equal to
iz greater than

iz greater than or equal to
iz lezzs than

iz le=ss than or equal to
contains

does not contain =T

Assurance Review Office, DefTrack 6.0.5
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How to Use Search, Continued

Steps

Action

4.

Notes

Enter (type) the value to search for in the “Value” area.

In a text or alpha field, you can use the wild card character (@) at the end
and/or at the beginning of the value to request a “Begins with” or “Ends
with” search.

If the field you selected is associated with a Choice list, DefTrack displays
the list and prompts you to select a value. If the field is a Boolean field
(yes/no), DefTrack displays a pair of radio buttons.

Notes

Warning

Click on one of the conjunction buttons (And, Or, Except) and
repeat steps 2-4 to create a compound search condition.

As you build the search condition, you can modify existing parts of the
condition by clicking in the area to be changed and selecting or typing a
new entry. You can move the search condition by choosing Clear from the
Edit menu. In a compound search condition, you can move one line of the
condition by choosing Cut from the Edit menu.

When you build a compound search, DefTrack evaluates the
conditions in the order in which they appear in the Search Editor
(i.e., from top to bottom). Therefore, there is no precedence among
the conjunctions. Thus, if you have used more than two simple
search conditions to build the compound condition, the order in
which you enter search conditions can affect the results of the
search.

To save the search condition so that it can be used later,

= Click on the Save button.

= Enter a file name in the create-file dialog box. Note that it is
not necessary to save the search condition to perform the
search.

= Click on OK to perform the search, or click on Cancel to quit the
Search Editor.

To Load the saved search condition,

= Click on the Load button.

= Highlight the search template you want to load.

= Click on OK, the search parameters will be placed in the search
editor screen.
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How to Use Search, Continued

Query

rQuery Editor

=

i

Avrailable Fields:

Comparisons

| Related Tables

.-"51' Inspection_ID
f@ Inspection_date
.-"‘-"l' Inspection_type

Inspection_tearn

i= not equal o
iz greater than
iz greater than or equal to
iz less than

iz less than or equal to
contains

E B does not contain ==
"?alue
| and [ or | Escept | [ Clear A1l ] [ Dl Line ”msert Line ” fudd Line ]
[ Saver. H Load. .. H Cancel ” Query in selection |

L X

\

A [G2 Mo.LINLES&H Assess. |  — Hammer 2G

B ARO/External in_type
B Closed

/ (G Mo. LINLES&H Assess. % |

[&] ARO/External in_type -
[@ Closed

[F] Newltems

& old

L

Desktop

=, Hammer 26

Eject

F

t

MNew

- |

2 Eject ]

Cancel

Mame of document:

[ARO/Externalin type ]

Cancel

Save

NOTE: The Save function saves the search criteria, not the data. The Load function retrieves the

saved search criteria.
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How to Save/Restore the Current Selection

Background

Save Current Selection:

Save Current Selection... saves the selection that has been found
during a search or selections that have been made through Show
Subset. The items selected will be retained for the duration of your
session in DefTrack or until Save Selection is chosen again for this
view. You can recall the save selection by using the Restore
Selection, add to by using the Add Selection To Saved Set, Omit
Selection from Saved Set, or Omit Saved Set from Selection.

Do the following to Save Current Selection:;

Steps

Action

1.

Select “All Inspection Items, Inspections, Item Priorities, or
Compliance Codelist” from the View menu, then perform a search to
narrow your selection or highlight the items you want to perform the
action on.

Choose Save Current Selection from the Select menu. The selection
is now saved to be reused.

Restore Selection:

Do the following to Restore Selection:

Steps

Action

1.

Choose the Restore Selection from the Select menu. The
items/inspections that were last saved using the Save Current
Selection will be displayed.

Add Selection To Saved
Set:

Do the following to Add Selection To Saved Set.:

Steps

Action

Select “All Inspection Items, Inspections, Item Priorities, or
Compliance Codelist” from the View menu, then perform a search to
narrow your selection or highlight the items you want to perform the
action on.

Choose Show Subset from Select menu.

Choose Add Selection To Saved Set, from the Select menu. The
selection is now appended to the previously saved set.
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How to Save/Restore the Current Selection, Continued.

Omit Selection from Do the following to Omit Selection from Saved Set:
Saved Set:
Steps Action
1. Choose Restore Selection from the Select menu.
2. Highlight the “All Inspection Items, Inspections, Item Priorities, or

Compliance Codelist” that you want to omit from the saved set.

3. Choose Show Subset from Select menu.
4, Choose Omit Selection from Saved Set from the Select menu. The
selection is now omitted from the saved set

Omit Saved Set from Do the following to Omit Saved Set from Selection:
Selection:
Steps Action
1. Choose Omit Saved Set from Selection from the Select menu. This
will omit the items in the saved set from the current selection.
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How to Sort the Current Selection

Background

Procedure

Sort... reorders the current selection of records according to the
values in the database you specify. This sort is temporary and
applies only to the current selection; it does not affect the order in
which records are stored. Sort... is commonly used immediately
after a search and before printing reports or labels.

Do the following to sort a current selection:

Steps

Action

Select the items to be sorted by either highlighting or searching.

Choose Sort from the Select menu. DefTrack displays the Sort Editor.

@ ~rder by Edvier

A illakle Fis s Drdored by Flds fFaramlay

pArallskleFinkly
[ ST -
B A mapeotion-In =

¥ ity

& Lacstiorin i
I """ CrmpHanteocedn

% Hem_Prieridy

B tesoeipiion

A eesparciing

Bl setim

[ cotirubed cart

nl' Arhol_cack

_:\_‘ Eui _complefiion

- Art_comakiion

A BRadus

| e

frder by B

FILIE

| Aid Formmdls .. i ity
| comcs ||| uunh,!

Click on the name of the field you want to sort on.

Click on the sort direction arrow at the end of the field name to
switch between ascending (up) or descending (down)
alphanumeric sort order.
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How to Sort the Current Selection, Continued

Steps

Action

5.

Notes

Repeat steps 3 and 4, if necessary, to add secondary sort levels to
the list. For each sort level, you can specify ascending or

descending order.

The sort order shown below requests a list of items sorted by compliance

code.

Uroar by

=

k

COrder b Ed P

Arailphle Figbhis

P T ——
4 Inupection _i
A pariding
A Locationond

] iyl 2 _ i

A

E| Eeriigribon
M Fuapca ity
E ArHEn

nl,' Ertimuded _carct
DEF mehusl_ceat

;I Cal_oomplrd i
ﬂ Al _omrplybon
A Braiug
A ok i

LI

Wrdered b Fibe bl s Fomm i i

8

| Ark Farrrals

FrdHy ]

Com ) o=

Notes

Click on Order by

DefTrack sorts the current selection and displays the sorted list.
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How to Create a Quick Report and Add Fields

Create a Quick Report To make a Quick Report, choose Quick Report from the Report
menu, the following screen will appear:

[ =—""—F——————— quick Report Edlitor =—i—"————0I 8
Select the fields: Sart order: _Cell _Colurnn
B> B :

[ .-"51' Inspection_ID = _I
A Building |L| Gt
A4 Location_in_bld - | Min DiEertod
[ .-‘bl' Compliance_code D o I: 5, e
ey | Eepeated Yalues
A lem_Priority % >, i
| 1 Agtormatic YWidth
Description ‘z\ Surn L Autornatic width
,-"5( Responsibility —
TN 1| #verage
I]? Estimated_cost - |
"l.j Actual_cost x Iho
e

Header

Detail

Total

.. 500 . 100 1S0°. 200 . 250, . 300 .. 0. 400 . 450 500 [
L] bz
Add fields Do the following to add fields to the Quick Report:
Steps Action
1. If you want to see the related fields, click on the triangles in the Field

Selection box to display the related field.

Notes | Fields from related files may be added to the report, provided the
relationship is automatic.

2. Drag the name of the field from the Field Selection box into the
column where the field is to be added and release the mouse button.

Notes [ By default, DefTrack prints the field name(s) as column heads at the top of
each page in the Quick Report.
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How to Insert, Delete, and Size Columns

Insert columns Do the following to insert blank columns:
Steps Action
1. Select a new blank column location.
2. Choose Add Column from the Edit menu.

Notes | pefTrack inserts a blank column to the left of the column selected. A field
may then be assigned by dragging a field name into the empty column.

Delete columns When fields are specified for the Quick Report, columns can be
removed and placed elsewhere, or be deleted. Do the following to
delete columns:

Steps Action
1. Select the column(s) to be deleted.

Notes | The entire column must be selected (highlighted).

2. Choose Delete Column from the Edit menu.
Size columns Do the following to size/resize columns:
Steps Action
1. Highlight the column(s) to be resized.
2. Deselect the Automatic Width option.
3. Move the pointer over the column indicator in the column head to

change the pointer into a column-width cursor, as shown below.

4. Hold down the mouse button, and drag the column indicator to the
left or right to size the column.
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How to Insert, Delete, and Size columns,
Continued

Notes: The Quick Report editor sizes columns automatically. Each column
size is based on the maximum length of data displayed in the column and the
length of any labels typed in the column. The Quick Report editor sizes
columns at the time the report is printed.

To view the widths of each column, preview the report on the screen. Because
the Automatic Width changes the width of a column , based on the maximum
width of data in the records being printed, selecting different records can
change the size of the columns.

A column can be resized manually after the Automatic Width option is
turned off. When a column is set manually, text in the column wraps with the
specified area.
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How to Specify/Change a Field From a Sort Order

Specify/ change a sort Do the following to specify or change a sort order:
order

Steps Action
1. Drag the field to be sorted to the Sort Order box or highlight the
field column to be sorted and click the sort check box in the Column
box.

Notes [ When the mouse button is released, DefTrack displays the name of the field
in the Sort box. To the right of the name is a small arrow, indicating an
ascending or descending order.

2. Click on the sort direction to sort the column in the descending or
ascending order.

3. Perform step 1 again to specify secondary sort levels, if necessary.

Notes | when specifying multiple sort levels, DefTrack sorts the records on the first
field in the Sort field list, then on other fields in the order in which they
appear in the list. For example, “Building” could be specified as the
primary Sort field, and “Location_in_bld” as the secondary Sort field.

Undo a sort order To undo a sort, highlight the column to be sorted and uncheck the
sort box.

Assurance Review Office, DefTrack 6.0.5 -29- February 17, 1999



How to Insert Break Levels

.-"5‘: Inspection_name
@ Speciallate

[#] autamatic Width

w
c
=)

Average

Background In a Quick Report, break levels are set to separate or “break” records
into groups according to values in one or more sort fields. At each
break level, a “break” is printed. Summary calculations can be printed
in the “break” area. The summary calculations—sum, average,
minimum, maximum, and count—are computed for each group of
records.

Break levels are determined by the sort levels and “break” rows. For
example, if DefTrack is instructed to sort records by Item ID and Status
and to create a “break” row, a break is inserted between each group of
records that have the same Item ID and Status. See the example below.
After a “break” row is added to the Quick Report, summary calculations
can be requested on each break. For example, insert a summary
calculation in the “break” row to display subtotals for Item ID and
Status.
Example
| Quick Report Editor Sl =]
Select the fields: Sort order _Cell _Colurnn
Y Inspection_ID Y [Inspections]inspe & | =
45 | =
,-'31' Inspection_type ke
Inzpection_tearm Fin IE Sorted
Fernarks - DR e
BiEg i E epeated Yalues

Af SpecialManne
Cornrnents

_r:il Speciallser

4]

(L B [ e TR ST Wl | 3 [Inspections ]Inspection_date 1=
Header Kl Inspection_date
Detail
Break 2 b Count
|B d B count
Bl Count
L. .59, ., J00 ., S0, 200, 20 300, 350, 400, 4g0 ,  So0, [v
« [l ]z
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How to Insert Break Levels, Continued

Insert break levels

Do the following to insert break levels:

Steps

Action

1.

Select the “Totals” (T) row.

Choose Add Break from the Edit menu. DefTrack adds a “break”
row.

Notes

Select an existing “break” row and choose Add Break from the Edit
menu to add other “break” rows, if necessary.

DefTrack adds a sequential number to each break label in the row label bar
(e.q., B1, B2, B3).

Notes

Drag the name of the Sort field in the Sort box to the required
column to change the order of the sort, if necessary.

The new sort field assumes the level of the previous sort field.
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How to Add Headers, Footers, Page Numbers,
Time, and Date

Add headers/footers Do the following to add headers and footers:
Steps Action

1. Choose Headers and Footers from the File menu.

2. Select Header from the drop down menu box to input the header
information.

3. Select Footer from the drop down menu box to input the footer
information.

4. Select one of the six header and footer entries and type the text for
the header and footer.

5. Choose the appropriate entries from the Font Attributes to change
the fonts, size, justification, and style of the header and footer if
necessary.

Add page numbers, To add page numbers, time, or date to the Quick report, select the
time, and date appropriate entries from the drop down menu to the right of the Left,

Right, or Center justification boxes.

Or type in these codes:

- #P adds a sequential page number.
- #H adds the time of printing.
- #D adds the date of printing.
Haase Fe & Fosters =]

= T ey
Laft: ’ | Pty Py Mamd e
Fazte Drle it
| =

Corigr |
Frighl | -
Hemght: | '_E”p-l.-u 'rj
anl Air by
| -
P Ska: |3 Patnia =
Erbibe Bl Plain [ 1t
[ st Dlussictis

[ & s Frame ArasadCats | e ”[ == l
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How to Accept a Page Setup and Print a Quick

Report
Accept page setup

Print Quick Report

Click on OK to accept the page setup if it is satisfactory and to return
to the Quick Report editor.

Do the following to print a Quick Report:

Steps

Action

1.

Choose Print from the File menu, or click on the Print button at the
bottom of the screen.

Click on OK, then follow the standard DefTrack procedure for
printing and previewing the report.
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How to Save and Load a Quick Report Template

Helpful hints A Quick Report template includes specifications but no data. It may
be saved as a file to be opened from the Quick Report editor. You
can maintain a library of Quick Report templates to use for different
purposes.

If you opened a particular template and did not save it, that
template will be displayed the next time you open the Quick Report
editor, provided you did not quit the application.

If you opened a particular template and did not save it, that
template will be displayed the next time you open the Quick Report
editor, provided you did not quit the application.

Create a folder to store templates; make the file names meaningful.

To save Do the following to save a Quick Report template:
Steps Action
1. Choose Save from the File menu. DefTrack displays a create-file
dialog box.
[G2 Report Templates % | —, Hammer 26

f;'," Assessmentschygl.rpt
B cC2ndnode.rpt

Eject

i »

_
B Ccreas.rot (Rew § ]
[@ CountStatus e
save as:
EEE—
| | [L Save |
2. Enter a file name for the Quick Report and click on Save.

Notes | DefTrack saves the report as a file that can be opened with the Quick Report
editor.

Saving a report previously saved, replaces the old report.

When the Quick Report editor is open, a saved template may be loaded and
used to print a new report. The same Quick Report template can be used
repeatedly to print a different selection of records.
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How to Save and Load a Quick Report Template,
Continued

To load Do the following to load a Quick Report template:
Steps Action
1. Choose Open from the File menu. DefTrack displays an open-file
dialog box, which includes a list of available Quick Report templates
or folders.
[ﬁ Report Templates i] =, Hammer 26

i Assessmentschgl.rpt = Eject

B cC2ndnode.rpt =

B CCRegs.rpt

CountStatus

(j DefTrack Rpts

(] DOE Action Plan - -
2. Open the folder where the reports are stored.
3. Select a file from the list and click on Open.

Notes | DefTrack replaces the current report template with the template opened
(selected).
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How to Export Data

There are a number of menu choices to export data out of DefTrack
(Item Transfer Export, Export to Directorate, ARO Only Export, ARO
Action Plan Export, ARO Only Export Resend, ARO Export
Synchronization, and Export Comments). Not all export choices will be
active for all User type passwords; i.e., Export Comments can only be
used by the Special Guest and Administrator/Designer password to
export items out of DefTrack.

It is important to select the right Export menu choice when exporting
information out of DefTrack in order for the correct Header
information to be placed on the file.

The exported item files from any of the export commands will be
placed in the same folder as your DefTrack application.

Regular Export

Steps Action
1. For a regular export from the (Items, Inspections, Verifications,
Compliance Code, or Priority) view, select Export from the file menu.

The following window will appear:

T2 Inzpections selected
0 T in File
306

Items selected

396 in File
161 Verification selected
164 in File

Is this OK?

Print I| Cancel I

Click Export

Items 1, 2, and 3 will be created

Notes | If you want a copy of the Warning box with the Export statistics — click the
Print button.
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How to Export Data, Continued

Items Transfer Export Items Transfer Export is used to transfer items from one Directorate
Org_Code to another i.e.. Plant Operations PO-123456 to Lasers
LA-123456.

Steps Action

1. From the Splash screen, select Item Transfer Export... from the file
menu.

The following window will appear:

396 ltems in File
0Thi3 is an 1/ 0 database

intensive process, it will take a
long time to execute!
Is this OK?

| Frint l| Cancel l 0K I

Click OK

Items Transfer Export Inspection Items: 241 of 249

in e 16 e Priority

iDD.AZP-000013 D04 /F-001 021 B

iDD.AZP-000010 DD.4/P-001017 =

iDD.A/P-000004 DD, 4 /F-001 D4 B

DEN_LAI-000046 DEN L 4I-000074 2

DEN_LAI-000056 DEN L a-000070 2

DEN_LAI-000046 DEN L 41-000075 B

{DEN_LAI-000045 DEN L al-000072 B

iDD.A/P-000003 DDA /F-001 003 B

DEN.LAI-000044 DEN L 41000071 2

DEN.LAI-000051 DEN L a-00008% 2

DEN_LAI-000047 DEN L 4I-000076 B

DEN_LAI-000047 DEN L a-000077 B

DEN_LAI-000047 DEN L i -00007E B

DEN.LAI-000047 DEN L AI-00007S = somplete

DEN_LAI-000048 DEN L i -000050 B complete

DEN.LAI-000048 DEN L 41-00008 1 E

DEN.LAI-000049 DEN L a-000082 B

DEN_LAI-000049 DEN L 4I-000083 B

DEN_LAI-000049 DEN L a-000084 2

DEN_LAI-000050 DEN L & -000085 B complete

DEN.LAI-000051 DEN L AI-000026 = somplete

DEN.LAI-000051 DEN L a-00008T s complete

DEN.LAI-000051 DEN L 4 I-000088 B complete

DEN_LAI-000052 DEN L a-00008% B complete

DEN_LAI-000052 DEN L 4 I-000050 2 somplete un
DEN.LAI-000053 DEN L A1-000021 = somplete Hole in the ground
DEN_LAI-000053 DEN L a-000052 B complete Hole in the ground
DEN.LAI-000054 DEN L 4I-00008F E somplete Hole in the ground
m]

This window will display every item in the datafile except for the
ones with a status of Transferred.
2. Highlight or search for the items that are to be transferred.

Once the items have been chosen, choose Show Subset from the
Select Menu.

3. Choose Transfer Items from the Enter Menu to transfer the items
chosen or Cancel to cancel the process.

Notes | If you want to print a copy of the items being transferred, choose Print
Selection from the File Menu before you choose Transfer Items.
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How to Export Data, Continued

Steps Action
4,

Item Transfer Export

Enter the Organization Code of the TO directorate
for transfer

Enter any additional comments for the Action field.
These will be appended to the existing text.

Under the "Enter the Organization Code of the To directorate for
transfer” enter the Org_code of the directorate that you are
transferring to.

Notes [ Tab to the next field and add any additional information after the
“transfer to” information.

Example: If your Org_code is EE and the directorate that you were
transferring to Org_code is TT then enter TT in the "Enter the
Organization Code....."" box.

Click

when done or to cancel.

1Inspections selected
0?9 in File

1ltems selected

396 in File
1Uerification selected
164 in File

Is this OK?

| Print l| Cancel |I Export II

The above dialog box will appear indicating the number of items
being transfer. If this is correct, click on Export or Cancel to quit the
processed.

Org_code Transferltems1,2, and 3 will be created and you will be
returned to the splash screen.

Notes | If you want a copy of the Warning box with the Export statistics — click the
Print button.
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How to Export Data, Continued

Export to Directorate Export to Directorate is used by the Data Entry person to export all
the data in their DefTrack data file to the Administrator for an ARO
Roll-up.
Steps Data Entry User Action
1. From the splash screen, select Export to Directorate...from the file
menu.
2. Verify the information in the message box. If correct click on OK.
J96 ltems in File
0 This i3 an 1/ 0 database
intensive process, it will taoke a
long time to execute!
Iz this OK?

print || cancer | 0K I

3. The Following dialog box will appear. If OK click on Export
otherwise click on Cancel.

TS Inspections selected
(EH, 7™ in File
396

Items selected
396 in File
164 Uerification selected
164 in File

Is this DK?
Print || Cancel lI Export Il
3. Deliver created files (Dir.item1, 2, and 3 ) to your Administrator.
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How to Export Data, Continued.

ARO Only Export

Do the following to export data to the Assurance Review Office for

the ARO monthly roll-up:

Steps

Administrator Action Only

1.

If you've imported information from your users, go to step 2. If not,

see section on How to Import Data.

From the splash screen, select ARO Only Export...from the file menu.

Verify the information in the message box, if correct click on OK.

396 ltems in File
This is an 1/ 0 database
intensive process, it will

long time to execute!
Ils this 0OK?

take a

Print I| Cancel

| 0K I

RO Only Export Inspection Items: 205 of 249

Inspestion 0 Item I e Priority Status Building |Location in bld
iDD_A/P-000010 C0.A/P-001017 z Transferred 995 |Hale in the ground
iDEN.LAI-000046 DEN LA-000074 2 Archive 998 |Hole in the ground
DEN.L A1-000056 DEN LAI-000070 z complete 993 |Hele in the ground
DEN_LA1-000044 DEN LAI-000071 2 Archive 993 |Hole in the ground
iDEN.L A1-000031 DEN LA-000069 z Archive 993 |Hole in the ground
DEN_L A1-000049 DEN LAI-000084 2 somplete 995 |Hale in the ground
iDEN.LA1-000052 DEN LA-000030 2 complete 998 |Hole in the ground
DEN.L A1-000056 DEN LA-0000%6 z complete 993 |Hele in the ground
iDEN_LA1-000032 DEN LA-00003T 2 Transferred 993 |Hole in the ground
DEN.LAI-000032 DEN LA-000099 z Transferred 993 |Hule in the ground
iDEN_L A1-000037 DEN LA-000103 z slosed 995 |Hale in the ground
iDEN.LAI-000036 DEN LA-000104 E closed 998 |Hole in the ground
iDEN_LA1-000034 DEN LA-000105 2 lozed 995 |Hale in the ground
iDEN_LA1-000034 DEN LA-000106 2 closed 993 |Hole in the ground
DEN.LAI-000034 DEN LAI-000107 z closed 993 |Hule in the ground
iDEN_LA1-000034 DEN LA-000102 2 slosed 995 |Hale in the ground
iDEN.LAI-000034 DEN LAI-000109 2 closed 998 |Hole in the ground
iDEN_L A |-000035 DEN LAI-000110 2 lozed 995 |Hale in the ground
iDEN_LA1-000038 DEN LAI-000111 2 closed 993 |Hole in the ground
DEN.LAI-000038 DEN LA-000112 z closed 993 |Hule in the ground
iDEN_L A1-000039 DEN LAI-0001 14 z slosed 995 |Hale in the ground
iDEN.SS-000057 DEN.SE-000117 2 complete 998 |Hole in the ground
iDEN_SS-000058 DEN.S5-0001 18 2 lozed 995 |Hale in the ground
iDEN_SS-000058 DEN.S5-000119 2 closed 993 |Hole in the ground
DEN.S$-000058 DEN.S5-000120 z closed 993 |Hule in the ground
iDD_A/P-000002 L0.A/P-001002 z Archive 535 |Hole in the ground
iDEN.SS-000058 DEN.S5-000122 2 closed 998 |Hole in the ground
iDEN_SS-000059 DEN.55-0001 23 2 lozed 995 |Hale in the ground
ENGAD131.T7-000285 |ENGAD!Z1.T7-005591 2 complete 131 15184
ENGEE141.T7-000090  [ENGEE141.T7-001372 z complete 141 Eay 3,150
ENGEE141.T7-000090  [ENGEE14{ T7-001378 z complete 141 Eay 3, 150
ENGEE141.T7-000090  [ENGEE141.T7-001742 2 complete 141 Eay 1, 1145, Hall

will appear:

Cancel

Select Create Roll Up Files, from the Enter Menu. A MADS check
will be performed on the items, if they pass the following dialog box
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How to Export Data, Continued.

Steps Action
4,

g Congratulations! No ¥Yiolations Found!

Click on OK and the following dialog box will appear.

75 Inaspections selected
‘EE’I T in File
396

ltems selected
396 in File
164 Uerification selected
164 in File
Is this 0K?

Print I| Cancel ll Export Il

If the items did not pass the MADS check, you will be put in an Items
Error View to make corrections. After you have accepted the correction
you will have to start form step 2 again.

Notes | Org_code and the date of the roll-up file has been placed in front of the Item
numbers; i.e., DD.mm/dd/yyltem1.

A MADS error file will be place in the same folder as your DefTrack
application. You may open this file with Simple text or any word processing
program to read a summary of the errors.

5. Place the files created (Org_code.dateitem 1, 2, and 3 files) on the ARO
DefTrack Administrators server.
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How to Export Data, Continued.

Export Comments Do the following to export your comments data out of DefTrack:
Steps Special Guest and Administrator Action Only
1. From the splash screen go to the Enter menu and choose Export
Comments...
2.

T9 Inspections & 396 ltems will
0 be searched for commentsz, this

may take some time!

Is this 0OK?

| _print || cancer | oK I

The above dialog box will appear. If you want to continue, click OK
otherwise click Cancel.

When OK is chosen, a special file will be made containing all the
special comments you entered in your personal data file. The special
file has the file name Special prefixed with a date i.e..

Special. nm/dd/yy.

Warning You must export your special comments from your data file before
you delete it and before you load a new DefTrack data file. If you
don't you will lose all the special comments that you've entered.
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How to Export Data, Continued.

Archive

Do the following to Archive closed data in DefTrack:

Steps

Data Entry User and Administrator Action Only

From the splash screen select Archive.. from the File menu.

A dialog box will appear indicating the number of records that will
be searched. If this is correct, click OK.

J90 ltems in File
0Thi3 is an |/ 0 database

intensive process, it will take a
long time to execute!
Is this DOK?

Print || Cancel I

DefTrack will be searching for items with a status of either "Closed"
or "Transferred". You will be presented with a dialog box , at the
end of the search, that says, "Enter the item age in months". The
default will come up as 2.

v Enter the Items age in months!

e o |

If a 2 is left in the dialog box, DefTrack will search for all items that
have had a status of "Closed" or "Transferred" for at least 2 months.
You may put a number in the dialog box that is greater than 2 and
DefTrack will search for those items that have been "Closed" or
"Transferred” for however many months you specify. If you enter a0
or 1 in the dialog box, DefTrack will use the a default age of 2.

Click OK if you are satisfied with the “age” time period.

The following window will appear at the completion of the search

process.
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How to Export Data, Continued.

Steps

Action

4.

Archive Inspection Items: 280f 249 S=——oo———————
Inspeetion I Hem ID ttem Priority Status EBuilding |Location in bld
DEN_LAI-000045 DEN L4 1-000072 H archive E=H) Hale in the grou
DEN.LAI-000044 DEN L#1-000071 2 rchive 39 Hale in the grou
DEN_LAI-000031 DEN L& 1-000065 2 Archive EeEl Hole in the grou
DEM_LAI-000032 DEN L &1-000057 2 Transferred EEE] Hale in the grou
DEN.LAI-000032 DEN L 41-000098 1 Transferred Ect] Hale in the grou
DEN_LAI-000032 DEN L& 1-000035 2 Transferred EeEl Hole in the grou
DEM_LAI-000032 DEN L 41-000100 1 Transferred EEE] Hale in the grou
DEN.LAI-000032 DEN L& 1-000101 1 Transferred Ect] Hole in the grou
DEN_LAI-000033 DEN L& 1-000102 1 Transferred EcEl Hale in the grou
DEN.LAI-000037 DEN L4 -000103 Ef closed 39 Hale in the grou
DEN.LAI-000036 DEN L& 1-000104 = closed Ectl Hole in the grou
DEM_LAI-000034 DENLAI-000105 2 closed 999 Hale in the grou
DEN.LAI-000034 DEN L4 -000106 2 closed 39 Hale in the grou
DEN_LAI-000034 DEN L& 1-000107 2 closed EeEl Hole in the grou
DEM_LAI-000034 DEN L4 1-000108 2 clozed EEE] Hale in the grou
DEN.LAI-000034 DEN L 41-000109 2 closed Ect] Hole in the grou
DEN_LAI-00003S DEN L &1-000110 2 closed EcEl Hale in the grou
DEM_LAI-000038 DEN L4 I-000111 2 closed EEE] Hale in the grou
DEN.LAI-000038 DEN L& 1-000112 2 closed Ectl Hole in the grou
DEM_LAI-000033 DENLAI-000113 1 Transferred 999 Hale in the grou
DEN.LAI-000039 DEN.LAI-000114 Ef closed 39 Hale in the grou
DEN_LAI-000040 DEN L& 1-000115 = closed EeEl Hole in the grou
DEM_LAI-000040 DEN L& I-000116 = clozed EEE] Hale in the grou
DEN.SS-000058 DEN £5-000112 2 closed Ect] Hale in the grou
iDEN_SS-000058 DEN 55-00011% 2 closed EcEl Hale in the grou
iDEN_SS-000058 DEN SS-000120 2 closed EEE] Hale in the grou
DEN.SS-000058 DEN $3-000122 2 closed Ectl Hole in the grou
iDEN_SS-000059 DEN 55-000123 2 closed EcEl Hale in the grou

Cancel
The above view indicates all the items that can be archived to your
data file. You now have a choice to print the items shown, choose a
subset to be archived, or archive all the items shown.

To print Items choose the Print Selection from the File Menu.

To choose a subset, highlight the subset of items and click on the
Show Subset, then choose Archive items from the Enter Menu.

To archive all items shown, choose Archive items from the Enter
Menu.

T3 Inspections selected
0 ™ in File
396

Items selected
396 in File
164 Uerification selected
164 in File
Is this 0K?

Print || Cancel I

If the message in the above dialog box is correct click on Export,
otherwise click on Cancel.
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How to Import Data

Import

There are a number of menu choices to import data into the
DefTrack.data file (Import, Item Transfer Import, Import Comments,
and ARO Import). Not all import choices will be active for all User
type passwords; i.e., ARO Import can only be used by the Assurance
Review Office password to import items that have been exported using
ARO Only Export.

It is important to select the right Import menu choice when importing
information into your Data file. The various Import menu choices look
for specific header information in your Export files. If the header
information is incorrect, the import will not take place and an error
message will appear.

Use this Import choice to Import files that were Exported using these
menu export choices Export to Directorate, Export, and Archive
export items.

Notes: Make sure you are in the right view before you import the data
example: if you are importing the compliance codes, you should be in the
compliance code view.

Steps

Action

From the splash screen, select Import to import data from the file
menu.

The following window will appear:
Importing records may overlay
0 existing records in your
databasze, to avoid the
possibility of dotabase

corruption, create a back up copy
of your data file!

| Print I| Cancel || Import Il

Click Import
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How to Import Data, Continued

Steps Action
2. The following window will appear:

Select the FIRST file in the import
‘l setl

Click OK

3. A similar Dialog box will appear:

|=0 ES&H Deflrack 2.0 Folder ¥ | — hammer300

ENTT -
O I1tem?2

O Item3 Desktop
O reports i,

Cancel

=

Select Item1 and click on Open to import data. All Items 1, 2, and 3
will be imported into DefTrack.
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How to Import Data, Continued

Use this Import choice to Import files that were Exported using the

Item Transfer Import
Item Transfer Export menu choice.

Steps Action
1. From the splash screen, select Item Transfer Import to import data

from the file menu.

The following window will appear:

Importing records may overlay
0 existing records in your
dataobase, to avoid the

possibility of database
corruption, create a back up copy

of your data file!

Print I| Cancel II Impaort Il

Click Import.

The following window will appear:

Select the FIRST file in the import
‘l setl

Click OK
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How to Import Data, Continued

Steps Action
2.

|5 Def Track Data ¥ |

— Dennis
dd.bb.Transferlteml :]
dd.bb.Transferltem?2
dd.bb.Transferltem3
Item1
Item2

Mew Data Files

O
(i
O
(i
O
O
[

=

Highlight the org_code.Transferltem that you want to import into
your data file and click Open.

Notes | You do not have to highlight all three transfer Item files, just one will do.

Transfer ltem Dialog

Please Select the

Import

l:lrg codel
® [DD.AP | Internal
O oD | File
O | | other

] Auto Append to Action Field

[ Cancel ][ Import ]

Select the organization code that you want your files named on
import by clicking the radio buttons. The first radio button is the
organization code that the sender named the files, the second button
is the organization code in your machine, and the third is left blank
for you to input an organization code of your choice.

If you want the appended transfer information imported into the
action field, leave the Auto Append to Action Field box checked. If
you do not want the transfer information to be appended to the
action field, uncheck the Auto Append to Action Field box.

Once you've selected the organization code, click Import or Cancel
to end the process.
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How to Import Data, Continued

Steps

4,

Action

Import File Header Information

import.

The following header(s) appear on the import file(s) respectively.
If this is reasonable please click OK. If this is NOT, click Cancel to bypass this

la.Transfer.ltem1

la.Transfer.ltem2

la.Transfer.ltem3

Records from xFr:
Inspections

“Wersion: 4.0 Alpha
9/1/94

Export Date: 9/30/94
Export Time: 16:06:27
Record Count: 1

Records from =Fr: Items
Wersion: 4.0 Alpha
9/1/94

Export Date: 9/30/94
Export Time: 16:06:27
Record Count: 1

Records from xFr:
Yerification

Yersion: 4.0 4lpha
9/1/94

Export Date: 9/30/94
Export Time: 16:06:27
Record Count: 1

[ Cancel ][ 0K

Look over the dialog box. If everything meets with your approval

click OK or Cancel to end the process

You will be returned to the splash screen at the end of the importing

process.
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How to Import Data, Continued

Import Comments This import procedure is used to import items that have been
exported using Export Comments. Both the Import/Export
Comments choices can only be accessed by the Special Guest,
Administrator and Designer only passwords.

Steps Action for Special Guest, Admin., and Designer Only
1. From the Splash screen choose Import Comments.. from the Enter
Menu.
2.

Select the FIEST file in the import
‘l setl

Click OK.

|ﬁ Def Track Data v | — Dennis

0O ?/21/93.5pecial [:]

dd.bb.Transferlteml

dd.bb.Transferltem2 Desktop

0O

0O

0O dd.bb.Transferltem3
0O 1temi
0O
0O
(]

toms
New Data Files iy Open

Choose the correct Special file and click Open. The import procedure
will begin and you will be returned to the splash screen at the end of
the process.

Cancel will stop the process and return you to the splash screen.
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How to Archive Delete

Archive Delete Do the following to delete Archive data in DefTrack:
Steps Action
1. From the splash screen select Archive Delete.. from the File menu.
2.

J96 ltems in File
0Thi3 is an |/ 0 database

intensive process, it will taoke a
long time to execute!
Ils this DK?

print || cancer | 0K I

A dialog box will appear indicating the number of records that will
be searched. If this is correct, click OK.

3. DefTrack will be searching for items with a status of Archive that
have been archived for at least 2 months. You will be presented with

either a dialog box, at the end of the search, that says, “There are no
qualifying Archive items to Delete!”

s There are no qualifying ARCHIVE Items to
Delete!

Click OK.

Or the following window will appear at the completion of the search
process.
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How to Archive Delete, Continued.

Steps

Action

4.

=———————— Delete Archive Inspection Items: 4 of 251 BHFieQFicicF———w———|
Inspection ID Hem I tem Priority  |Status Building |Location in bld
DEM L AI-D00046 DEN L 4000075 Archive 999
DEM L AI-000045 DEN L A-D00072 Archive 993
DEM L AI-000044 DEN L A-O000T1 Archive e groun
DEN L AI-000031 DEN L A-D00083 Archive 999 |Hale in the ground

TR

Cancel

The above view indicates all the Archive items that can be deleted
from your data file. You now have a choice to print the items shown,
choose a subset to be deleted, or delete all the items shown.

To print Items select the Print Selection from the File menu.
To choose a subset, highlight the subset of items and click on the
Show Subset, then choose Delete Archive Items from the Enter

menu.

To delete all items shown, choose Delete Archive Items from the
Enter menu.

1 Inspections selected
(EE’ 79 in File
1

Items selected
396 in File
1 UVerification selected
164 in File
ALL ITEHS & UVERIFICATIOH will be
PERHAHENTLY DELETED!
Is this DK?

print [| cancer | 0K I

If the message in the above dialog box is correct click on OK,
otherwise click on Cancel.
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How to Archive Delete, Continued.

Steps Action
6. When you click on OK, the items selected will be deleted from the
database and 3 items files of deleted items will be exported.

<13

10,-"3,-"5'4.ﬂ:::hnre .ItE'I'I'I-.I. :_."'::_ -:'-'-1.1'-"|.Il:1'|.i"=.-"l'-_' .Itl'-_"l'l'll'._-'l

<L)

1073594, Aechiwre Jtemd

You will be returned to the splash screen at the end of the export.
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How to Use Show Items Features

Procedure

Use the following procedure to display items from the Inspection
view or from the Compliance view.

Steps

Action

Choose Inspections from the View menu.

Enter Select Initializ
Inspections #1
All Inspection Items k2
Derifications 33
Item Priorities 4
Compliance Codelist 3859
Codelist Usage Areas #6
Organizations ®?
Items: Next ARD Roll Up 38
Items: Last ARD Roll Up 39

Highlight the Inspections or Compliance Code to display the Items

associated with it.

Inspections: 1064 of 1064

Inspection_ID

Inspection date

Ingpection name

Inspection type

iCMS.222-0

iNDSE-00000G
iBER.BID-000032
iCOMP.LCC.T7-000583
iFD.HCD.FD-000041

iMALEP&R-000010
iMALEP&R-000003
iMALEP&R-000007
iMALEP&R-000005
iMALEP&R-000003
iMAILEP&R-000001
iHD-000081

10/29/91
9/1/92
5/23/93
10/29/91

10/29/91
10/29/91
10/29/91
10/29/91
10/29/91
2/25/92

10/29/91

SAZ2ZNW-0/92

TSAST
HHC 91
113 Bldg. Insp.
TSAST

External
External

External
External

External
External
External
External
External
External
External
External

Self Assessment

Self assessment
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How to Use Show ltems Features, Continued

Steps

Action

3.

Select Show Items from the Select menu.

The following window will appear displaying all the items from the

Show All S
Show Subset 3+
0mit Subset -
Save Current Selection =

Add Selection to Saved Set
Restore Selection

Omit 5aved Set from Selection
Omit Selection from Saved Set

Show ltems

Search...
Search by Index...
Search by Ezample...

Sort..

Create Temporary View

chosen Inspection(s) or Compliance Code(s).

em I

Input Iter Euilding

Inspection Items: 5 of 248

Location in bid Compliance code

tem Pririty

status

4d-000097
4d-000093
4a-000093
4d-000100
dd-0001 01

10
03
oz
[eE3
05

)
999
959
e
933

Hole in the ground E-EC-40 4
Hale 1n the ground Unknaswn
Hale 10 the ground E-EC-40 5
Hole in the ground Unknown
Hale in the ground Unknown

2
1
2
1
1

Archive
Archive
Archive
Archive
Archive

You can now (if you have the proper access) modify, delete, perform

global updates, browse and add special comments.
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How to Use Show Inspections Feature

Procedure

Use the following procedure to display Inspection(s) from the Items

view.
Steps Action
1. Choose the Items from the View menu.
Enter Select Initializ

Inspections #1
All Inspection Items k2
Derifications 33
Item Priorities 4
Compliance Codelist 3859
Codelist Usage Areas #6
Organizations ®?
Items: Next ARD Roll Up 38
Items: Last ARD Roll Up 39

2. Highlight the Item(s) to display the Inspection(s) that are associated

with it.

Inspections: 1064 of 1064

Inspection_ID

Inspection date

Ingpection name

Inspection type

iCMS.222-0

iNDSE-00000G
iBER.BID-000032
iCOMP.LCC.T7-000583

iFD.HCD.FD-000041

iMALEP&R-000010
iMALEP&R-000003
iMALEP&R-000007
iMALEP&R-000005
iMALEP&R-000003
iMAILEP&R-000001
iHD-000081

10/29/91
9/1/92
5/23/93
10/29/91

10/29/91
10/29/91
10/29/91
10/29/91
10/29/91
2/25/92

10/29/91

SAZ2ZNW-0/92

TSAST
HHC 91
113 Bldg. Insp.
TSAST

Self Assessment

External
External
Self assessment
External
External

External
External
External
External
External
External
External
External
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How to Use Show Inspections Feature, Continued

Steps

Action

3. Select Show Inspections from the Select menu.

Show All x5
Show Subset I+
Omit Subset *-

Save Current Selection =
Add Selection to Saved Set
Restore Selection

Omit Saved Set from Selection
Omit Selection from Saved 5et

Special ltem Search
Show Inspections

Search...
Search by Index...

Sort...

S5ave Selection as Set...
Load Set...

Create Temporary Yiew

The following window will appear displaying all the Inspection(s)
from the chosen Item(s).

4. You can now (if you have the proper access) modify, delete, perform
global updates, browse and add special comments.
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Quick Export

Export DefTrack Data to other applications

Background Quick Export is a quick and easy way to export DefTrack
information, in a Tab delimited format, to other applications such as
a word processing program, spreadsheet, or another database

program.
Steps Action
1. Perform a search to find the information that you want to export out
of DefTrack.
2. When the search is complete go to the Report menu and choose

Quick Export.

Quick Report... 3R
Ouick Export...

Inspection Detail by Name

Print ESE&H Inspection Forms

Quick Export

This iz a field by field TEXT export process.
The fields are TAB delimited and the records are CARRIAGE

Records in selection: 24 |Item5 |

Itern_ID
Inspection_ID
Euilding

« Insert < | cation_in_b1d
Cornpliance _code
# Delete 3 | |tem_Friority
Crezcription
Fezponsibility
Action
E=tirmated_cost
Actual_cost
E=t_completion
Aot _completion

E Export Status

M « Add «

Summarize

i e

= Add - Adds the Highlighted item.

= Insert - Inserts the Highlighted item.

= Delete - Deletes the Highlighted item in the Field export box.
= Summarize - Produces a count of selected items.

= Export - Exports all the selected item fields.
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Quick Export, Continued

Steps

Action

4.

When finished Adding or Inserting fields, click on the Export or

Summarize Button.

| =1 New Data Files v |

Bl

[=

4l

Desktop

Save as:

|EHpur11

[
=
=1
3
®
Pl
=

Cancel

Give your export file a name in the Save as: dialog box, click Save to

export file.

Your file will be exported to the location you specified.

Open the exported file in Excel or Word.

Building |

Export

HZ66
364
364
Z64d
364
364
a4
364
364
LLML
LLML
LLML
LLML
LLML
LLML
LLML
5352
332
332
412
412
412
412
251

Summarize A

Building

251

332
3ad
366
4z
LLHL

Count

e — 00—
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How to Use the Global Update Features

Background

Warning

Global Update is used to globally modify selected
Item(s)/Inspection(s) field(s).

Make sure you really want to make global changes to your
database. There is no “UNDO”. If you do want to proceed, make a
backup of your data file before starting up the DefTrack

application.

Steps

Select the appropriate entry from the View menu.

Enter S5Select Initializ
Inspections 31
All Inspection Items 32
erifications H*3
Item Priorities o
Compliance Codelist 3ED
Codelist Usage Areas 6
Organizations S
Items: Next ARD Roll Up 38
Items: Last ARD Roll Up SO

Highlight the records to be modified or perform a search to narrow

down the record set to be modified.

Inspection 1D

4
1dd-000035
1dd-000036
1dd-000037
idd-000036
1dd-000039
1dd=-000040
idd-000041
1dd=-000042
1dd-000043
1dd-000044
idd-000046
1dd-000047
1dd-000046
1dd-000042
1dd-000050
10d-000051
1dd-000052
1dd-000053
1dd-000054
1dd-000055
idd-000056
1DEM.55-000057

S5/12/93

5/12/93 test?
5/20/93 testd
6/23/93 test12
6/23/93 test1a
7430793 testingz
/6791 THUNDERSZ
9/9/91 THUNDERSZ
6/ 16/32 THUNDERSZ
6/18/92 THUMDERZZ
12/15/92 THUNDERSZ
12/15/92 THUMDERZZ
12/15/92 THUNDEROZ
12/15/92 THUNDERZZ
12/15/92 THUNDERSZ
12/15/92 THUNDERZZ
12/15/92 THUNDERS93
12/15/92 THUNDERZZ
12/15/92 THUNDERS93
12/15/92 THUNDERSZ
12/15/92 THUNDERS93
1710493 test1

Inspections: Blofg =S6"—rrnrn——0——[0/5

spection type
- =]

Self assessment
ARD

Corporate

ARD

Self assessment
Self Assessment
Self Assessment
Self Assessment
Self Assessment
Self Assessment
Self Assessment
Self Assessmant
Self Assessment
Self Assessment
Self Assessment
Self Assessment
Self Assessment
Self Assessment
ARD
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How to Use the Global Update Features, Continued

Steps

Action

3.

Select Global Updates... from the Enter menu.

m S5elect Heport

NMew Becords
Modify Records
Delete Selection

3N
#EM

Apply Mgr-Responsibility

Global Updates...

Special Modify Records 3J
Special Global Update

Depending on which view you choose the Inspection or the Items

global change view will be displayed.

Global Items View:

Apply Global Updates

This is a global change.

provided.

[[Items]litem_ID

® Replace

T Insert ) Append

) Edit

It can NOT be undone once it is applied to the selection.
Select the appropriate field from the list and key in the new contents in the place

| Pl [1terns ] 1tern_ID

[Iterns]inspection_ID
[Itern=]Building
[HernsLocation_in_b1d
[Iterns]Cornpliance _cade
[Iterns]tern_Priority
[Iternz Description
[lterns JResponsibility
[Iterns]&ction
[ItermsEstimated _cost
[Iterms]dctual _cost
[tems]Est _completion
[Hems]Act_completion
[Hems]Status
[Hems]work_order
[Iterm=]Account_na
[Hterms]tern_date
[Itermsz]inputitemn
[Htermz]0rg_code
[HernzIranager

Replﬂce‘

Apply Change

=
Done
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How to Use the Global Update Features, Continued

Global Inspections View:

Apply Global Updates

Select the appropriate field from the list and key in the new contents in the place

This is a global change.
It can NOT be undone once it iz applied to the selection.

provided.

|[ 1 nspecti Dns] 1 nspecti on_ID [Inspections JInspection_IC
[Inspections lInspection_date B
@ Replace i Insert 2 Append [Inspections lInspection_type

[Inspections lInspection_tearn
[Inspections IRernarks
[Inspections Jizposition
[Inspections lInspection_narme

2 Edit

o1d

| =

Replace' | Apply Change Done

Steps

Action

4.

Note

Note

Highlight the field, in the Field Selection Window, that you want to
globally change. You are only allowed to change one field at a time.

Input the change(s) in the Input Window.

To replace/insert/append data in the selected field with the

information in the Input Window click on Replace, Insert, or
Append button depending on what action you want to take.

You will not be able to use “Closed” in the [Items]Status field.

To apply the change click on the Apply Change button otherwise
click on Done to exit the process.

You may click on Done at any time to end the process.

Replace - Replaces all the new data in the selected field.
Insert - Inserts the new data before the old data in the selected field.

Append - Appends the new data after the old data in the selected field
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How to Use the Global Update Features, Continued

Steps Action
5. If you have more changes to make in the present view and selection
redo step 4, otherwise click on Done.

You will be returned to the either the Inspections or the Items view,
depending on which view you selected in step 1.

You may now select different records to globally change within your
present view or change views and select a new record set to globally
change.

If there are no other changes to be made, click on Done to be
returned to the splash screen.

Global unique string change:

To perform a global change of a unique string of characters, in a
specific field, perform the following:

Check the edit radio button.
Input the unique string you want to change in the Old box.

Input the new unique character string in the Replace box.

Click Apply Change.
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How to Use the Global Update Features, Continued

The Item Responsibility and Manager fields can be changed globally from the
Items view by using the Apply Mgr-Responsibility command.

Steps Action

1. Find and select the Items with the manager or responsible fields you
wish to globally change.
2. Choose Apply Mgr-Responsibility from the Enter menu.

Mew Records HEMN
Modify Records 3#EM
Delete Selection

Apply Mgr-Responsibility
Global Updates...

Apecial Modify Records 31
Special Global Update

Reset Roll Up...

3. A Dialog window similar to the following will appear:
9 Records HAre Selected for Global
0 Update!
Is this OK?

Print I Cancel Ii

Click OK if the number of records displayed are correct or click
Cancel if you do not want to continue..

The following Dialog box will appear requesting you to fill-one or both of the
boxes.
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How to Use the Global Update Features, Continued

Apply Manager and/or Responsibility

This is a global change.
It can not be undone once it is applied to the selection.
Either Manager or Responsibility or Both may be filled
in.
Manager:

Responsibility:

Apply Change | Cancel |

4, Fill-in the Manager or Responsibility field with the correct
individuals name, click Apply Change to globally change the
information on all the select item(s).
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How to Back Up the Data Base and Monthly Roll Ups

Backup of Data base Your DefTrack data base file (see icon below) should be backed up as
you would any other important file on your computer.

E5&8H DefTrack.data

Although you can reinstall the application with your original ES&H
DefTrack applications, data files would be time-consuming to
reconstruct. Valuable data could be lost if you have a problem with
your computer or hard disk.

How to back up the DefTrack data base file depends on your
individual system configuration and the size of your data file. Because
data files tend to get large, it is recommended that you back up your
data files onto a tape drive or removable hard disk, a file server, or a
second hard disk drive.

You should do a backup every time you add a significant amount of
data, or at least weekly. You should also do a backup before making
any major change or update to your system, or of DefTrack-related
applications.

Monthly roll ups After completing your Directorate’s monthly roll up, make a backup
copy of the file before sending it electronically or by disk to the ARO.
It is recommended that you keep the monthly backups for at least one
calendar or fiscal year (whichever comes last) in case the transmitted
file is lost or damaged.

Again, how you create a backup copy depends on the size of the file
and your system configuration.
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Add to Roll Up...

Add to Roll Up

Do the following to add items to the ARO Only Export file:

Steps

Administrator Action Only

If you've imported information from your users, go to step 2. If not,

see section on How to Import Data.

From the splash screen, select ARO Only Export...from the file menu.

Verify the information in the message box, if correct click on OK.

396
This

ltems
is an

in File

intensive process,
long time to execute!
Is this ODK?

1f 0 database

it will

take a

print_ ||

Cancel

| 0K [

ARD Only Export Inspection Items: 205 of 249
Inspestion I ttem D Wem Friority  |Status Building |Location in bld
iDD_A/P-000010 0.4 /P-001017 = Transferred 995 [Hole in the ground
DEN LAI-000074 2 Archive 993 |Hole in the ground
DEN LAI-000070 z complete 995 |Hole in the ground
DEN LAK-00007 1 H Arhive 995 |Hole in the ground
DEN LAI-000063 2z Archive 995 |Hole in the ground
DEN LAI000084 K complate 995 [Hole in the ground
DEN LAI-000090 2 complete 993 |Hole in the ground
DEN LAI-0000%96 z complete 995 |Hole in the ground
DEN LAK-00003T H Transferred 995 |Hole in the ground
DEN LAI-000093 2z Transferred 995 |Hole in the ground
DEN LAI00010% H closed 995 [Hole in the ground
DEN LAI-000104 H closed 993 |Hole in the ground
DEN LAI-000105 z closed 995 |Hole in the ground
DEN LAI-0001 06 z closed 535 |Hole in the ground
DEN LAI000107 2z closed 995 |Hole in the ground
DEN LAI0001 02 K closed 995 [Hole in the ground
DEN LAI000109 2 closed 993 |Hole in the ground
DENLAI0001 10 z closed 995 |Hole in the ground
DEN LADOO1 1 1 z closed 535 |Hole in the ground
DEN LAI0001 12 2z closed 995 |Hole in the ground
DEN_L A1-D00039 DEN LAK0001 14 H closed 995 [Hole in the ground
iDEN_S5-000057 DEN S5-000117 2 complete 993 |Hole in the ground
iDEN.SS-000058 DEN.S5-0001 18 z closed 995 |Hole in the ground
iDEN_S5-000058 DEN 53-000119 z closed 535 |Hole in the ground
iDEN.SS-000058 DEN.55-0001 20 2 closed 995 |Hole in the ground
DDA /P-000002 D4 /P-001002 K Archive 995 [Hole in the ground
iDEN_S5-000058 DEN S8-000122 2 closed 993 |Hole in the ground
iDEN.55-000059 DEN.S5-0001 25 z closed 999 |Hele in the ground
{ENGAD131.T7-000285 |ENGADIS1 T7-005551 z complete 131 15180
HENGEE141.T7-000090  |ENGEE141.T7-001372 2 complete 141 |Bay 3,150
ENGEE141.T7-000090  |ENGEE141 T7-001373 K complate 141 |Bay 3,150
ENGEE141 T7-000090  |ENGEE141 T7-001742 2 complete 141 [Bay 1, 1145, Hall

Select Add To Roll Up..., from the Select Menu.
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Add To Roll Up..., Continued.

Steps Action
5. The following window appears displaying the all the items that can
be added to the Roll Up file. Select the items you want to add to the
roll up file, select Show Subset, and then click on the Add to Roll Up
button. The selected items will now be added to your roll up file.

=——— Add Items to ARD Roll Up Inspection Items: 3 of 50 "=
Select Records for Roll Up Inclusion!
Inspection I Hem D Item Priority  [Status Building |Location in b
iND-000336 Np-002817 B Closed 32 |area
iND_.TS2-000001 ND.T52-000054 2 Archive 32 |LLWL
iND.TS2-000001 ND.T52-000055 2 Archive 32 |LLNL

{ Add to Roll Up ] [ Cancel ]

Continue with steps 3-5 in the ARO Only Export procedure.
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Recordless Roll up

Background Perform the following to produce a recordless roll up to the
Assurance Review Office:

Steps Administrator Action Only
1. If you've imported information from your users, go to step 2. If not,
see section on How to Import Data.

2. From the splash screen, select ARO Only Export... from the File
menu.
3. Verify the information in the message box, if correct click on OK.

396 Items in File
0Thi3 is an |/ 0 database

intensive process, it will take a
long time to execute!
Iz this 0K?

print || cancer | 0K I

The following Dialog box will indicate that there are no items to be
rolled up.

No Records Selected

There are no selected records for: Items

Select Recordless Roll Up, from the Enter Menu.
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Recordless Roll up, Continued.

Steps Action
5.
Are you certain you wish to do a
0 recordless roll up?
Print ' Cancel ' Export I
Click on Export to create the item 1,2, and 3 files for your recordless
roll up.
6. Deliver the files created (Org_code.dateitem 1, 2, and 3 files) to
ARO.
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Multiple Files Import

Background To import multiple user files use the procedure Multiple Users in the
DBA utilities menu - File/DBA utilities/Import/Multiple Users.

Steps Administrator Action Only

1. Before you begin importing your multiple Dir.item1 or Dir.item2 or
Dir/item3 files you must add a set number in front of the Dir prefix.
For example if you had 2 sets Dir files, you would add 1 to the first set
and 2 to the second set of Dir files.

=13
<13

IF:

1.Die Tteml
veltEmnt s 1Diedtend ) oo

s ) &
2.1 Tternl 2 Dz ltems

2. Launch the DefTrack application.

3. From the splash screen click on the File menu and highlight DBA
utilities.

4, When in the DBA utilities window, click on Import and highlight
Multiple users...

% File Edit [EFTIRY vtilities
=————— Multiple Users... =

and the following window will appear.

Importing records may overlay
0 existing records in your daotaobase,
to avoid the possibility of

databasze corruption, create a back
up copy of your data file!

Print || Cancel |I| Import ll
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Multiple Files Import, Continued

Steps Action

5 Click on Import and the following window will appear asking you
how many sets of Dir files are you importing.

Please enter the number of
nDir.lteml1, nDir.ltem2, nDir.ltem3
sets?

Fill in the number of sets and click OK.

6.
Select the FIEST file in the import
A set!
QK I
Click OK.
7.

[Ei untitled folder ] —DefTrack

Ed 1Dirltem

Eject
1Dirltem2
1Dirltem3

2Dirltem1
2Dirltem2
2Dirltemn3

Highlight the first item and click on Open to import all items or
Cancel to discontinue the process.
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Merge Inspections

Merge Inspections

Background

When you need to merge multiple inspections, use the Merge
Inspections command. Merge inspections performs an internal
transfer of items from one inspection to the other.

Steps

Administrator Action Only

From the Splash Screen click on the File menu and highlight DBA
utilities.

When in the DBA utilities window, click on Utilities and highlight
Merge Inspections.

Default Organization... 30

Load List...
Sauve Lists

Merge Inspections

Recordless Roll Up...

et Inspection Archive...

A window containing all your inspections will appear.

Select the Inspections that you want to merge, either by performing a
search or highlighting the inspections.

Make sure you have performed a Show Subset from the Select
menu before you go to the next step.

Now that you have selected the Inspections you want to merge go to
Enter/Merge Inspections...

Select Report
New Records EM
Modify Hecords %M
Delete Selection

Merge Inspections...

Global Updates...
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Merge Inspections, Continued

Steps

Action

5

The following window will appear asking you to choose the
Inspection that will be the receiver of the items.

Choose the Inspection to receive the
Final Merge of the Items

[iMOTH-000024

[iHOTH-000024 |

Cancel I 0K I

Two boxes will be displayed
contains the inspection id of

box contains a pop down list of selected Inspections.

with inspection id’s. The top box
the receiving inspection and the bottom

Click in the bottom box to choose the Inspection that you want to

merge your Inspections into.

Choose the Inspection to receive the
Final Merge of the ltems

[iMOTH-000024

iMOTH-000024 |

iMOTH-000025
[ 0K I

iDBM-000066
| cancel

7. The top box will now display the receiving Inspection.

Choose the Inspection to receive the
Final Merge of the Items

[iMOTH-000025

[iMHOTH-000025 |

| 0K I

Cancel

Click OK.
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Merge Inspections, Continued

Steps Action
8. The Following dialog box appears:
2 ltems Records will be
0 permanently merged!
prine [ _coneer [0
———————————————————— ———— |

Click OK to merge the Inspections or Cancel to discontinue the
merge process.

9. When the merge process is complete you will be sent back to the
Splash Screen.
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Organization Codes

Background Each Directorate has been assigned a 2 to 4 letter Organization Code by the
Assurance Review Office (ARO) to generate unique alphanumeric identifiers
for Inspection and Item Id’s, so that upon roll-up to the ARO’s Institutional
DefTrack database all the Inspections and Items from the Institution can be
uniquely identified.

If a given Directorate decides to delegate tracking responsibilities to other
organizations within their Directorate, each of those organizations must have a
unique 1 to 7 character sub-node Organization code assigned to it.

Example

= ARO assigned Organization Code ALPH to Directorate ABC. The Inspection
Id would be displayed like this iALPH-0000001.

= ABC Directorate assigns tracking responsibilities to Group XYZ and gives
them a sub-node of BET. The Inspection Id for Group XYZ would be a
combination of the Parent organization and the Child group and would be
displayed like this iALPH.BET-0000001.

Steps Administrators Action Only

Adding Org 1. To add a new organization Org code go to File/DBA Utilities.
Codes

- Edit Uiew Enter 5elect

About the database...
Help... 3£H

Access...

ARD Utilities
DEA Utilities

ARD Analysis...

Delete All Hecords...
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Organization Codes, Continued

Steps

Action

2. When you are in the DBA Splash Screen go to Utilities/Default
Organization.

Utilities

Default Organization...

#0

$ave Lists

Load List..

Merge Inspections

Recordless Roll Up...

et Inspection Archive...

A window similar to this will appear:

] Organization LookUp: 1 of 1
Intetnal Default Organizations Code: D Lrefault User Mum u]
Org code Crirectorate Cepartrnent Division
[y

Cancel
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Organization Codes, Continued

Steps Action
3. Go to Enter/New Records to enter in a new Organization code.
S5elect Heport
New Hecords #EN
Modify Records 3EM
Delete Selection
Global Updates...
4,
A Leoik B Bagarchc BrgonicaSon Eoakla (1]
Crganizations Add T
Drgeoas curaad { Une b BRI
E’”."‘ -
N
Pagrull soousal
- = -
Fill in the Org_ode Field, the other fields are optional. Then click
the Accept button to save the data.
5.
Record Accepted. Create Another
0 Record?
print || no | YES
Click Yes to create another Org_Code or click No to exit this
dialog box.
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Organization Codes, Continued

Steps Action
Selecting the 6. Highlight the Organization code to be set into the datafile, then
Default click the Select button.
Org_Code
Digranizaliom Leakig | & 24 a
Irlyrnd Dyt Degpdcationn Fode: FULE & E Fafak o Ry '
Bryias Jorimctorse = i B

(e

=
I | EIET

7. From the DBA Splash Screen go to File/Return to Main Menu to be
returned to the Main Menu Splash Screen

Edit Import Utilities

About the database... 3A
Help... 3#£H

Return to Main Menu 3R

Quit #0

Notes |  If you have added a new organization code to your Users datafiles, make
sure you add this same Org_Code to your own datafile so you have a
record of all the codes within your Organization.
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Organization

Modifying
Organization
Codes

Codes, Continued

Steps Action
1. From the Splash Screen go View/QOrganizations.
m Enter Select Initializ

Inspections #1
All Inspection Items 32
Derifications 3#E3
Item Priorities #E4
Compliance Codelist 3D
Codelist Usage Areas £
Organizations
Items: Next ARO Roll Up 38
Items: Last ARD Roll Up 39

2.

When the Organization View window appears highlight the
Org_code to be modified.

By Ea s O W | T |

Oy Wl f TRl D
5

EEE
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Organization Codes, Continued

Steps Action
3. Go to Enter/Modify Records.

S5elect Report
Mew Hecords £y
Modify Records %M
Delete Selection

Global Updates...

4. Make your modifications in the following window:

P BT

Organizations Modify

Dirsciorae”
Deearimast

Diwistar |
Emin il

B T | gt user o [

J'-'url;ﬂ_l oGl ~ [

Click the Accept button to accept the modifications.

5. You may make more modifications when you are returned to the
Organizations view.

If you are finished making modifications click the Done button.
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Organization Codes, Continued

Steps Action

Deleting 1. From the Splash Screen go View/Organizations.
Organization

Codes mEnter select Initializ

Inspections #1
All Inspection Items 32
Derifications 3#E3
Item Priorities #E4
Compliance Codelist 3D

Codelist Usage Areas £

Organizations

Items: Next ARO Roll Up 38
Items: Last ARD Roll Up 39

2. When the Organization View window appears highlight the
Org_code to be deleted.

Brgoniznfann: 2 el 2 a1
B e Lraesind b |t Il.nl:-' Il

5 | | g

|
|
|
|
]
|
|
fox
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Organization Codes, Continued

Steps Action
3. Go to Enter/Delete Selection.

5elect Report
Mew Hecords E
Modify Hecords %M
Delete Selection

Global Updates...

4, This dialog box will be displayed if you choose an Organization
code that is being used in your datafile. You can not delete
organization codes that are presently being used in your datafile.

Records exist for all Organizations
A Selected! No Delete Possible!

Click OK.

5. This warning dialog box will appear to let you know that you are
about to delete a record.

You are about to PERAAHEHTLY
0 remove | record{s). Proceed?

print__ || _ cancel II

Click OK to continue the process or Cancel to discontinue the
process.
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How to Use the Special Guest Features

Use the procedure to add special comments (Date, Comments, and Name) to Inspections.

Steps

Special Guest, Admin, and Designer Action Only

1.

Select the appropriate entry from the View menu.

Enter Select Initializ

Inspections #1
All Inspection Items x2
Derifications E3
Item Priorities 3#4
Compliance Codelist *5

Codelist Usage Areas 6

Organizations 7

Items: Mext ARO Roll Up 3588
Items: Last ARD Roll Up 3€9

Highlight the records to be modified.

Inspection Items: 5of 26 S —+—— 15|

tem I Input ttem [Building [Los
48000097 999

40-000098 EEH
4-000093 EES
4-000100 EE)
4a-000101 EES)

Select Special Modify Records from the Enter menu.

Go to page S3 for Inspections or go to page S 3 for items and Edit the
appropriate fields. See the Special layouts on the following page.

To save the changes entered, click on Accept after all changes have
been made to the records.
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How to Use the Special Guest Features, Continued

Special Inspection Layout:

{Inzpection_ID

Hreoao00s | ES&H Inspection Special

page & of &

{Special Date
Special Mame

[07/06/199F |

dennis

Comments

first comment

=

Record

MNect

Prew

First Last

Prev page Mext page

dcoept

Cancel

Special Item Layout:

Esoero 5007553 . Inspection Item Special

page 4 of 4

Special Date nos00/00 |

Special Mame 0

Special Counter

of

Special Text 1

Special Text 2

=

Record

Lazt

Mext

First Prew

Prew page Next page

hocept

Cancel
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How to Use the Special Guest Features, Continued

Procedure

Use this procedure to do a Special Global Update.

Steps

Special Guest, Admin, and Designer Action Only

Select the appropriate entry from the View menu.

Enter Select Initializ
Inspections 31
All Inspection Items JE2
erifications H*3
Item Priorities H* 4
Compliance Codelist 3D
Codelist Usage Areas HhH
Organizations S
Items: Next ARD Roll Up 38
Items: Last ARD Roll Up 39

Highlight the records to be modified.

Inspection 1D

1dd-000035 S5/12/93 test?
1dd-000036 5/12/93 test?
1dd-000037 5/20/93 testd
idd-000036 6/23/93 test12
1dd-000039 6/23/93 test1a
1dd=-000040 7/30/93 testingz
idd-000041 /6791 THUNDERSZ
1dd=-000042 9/9/91 THUNDERSZ
1dd-000043 6/ 16/32 THUNDERSZ
1dd-000044 6/18/92 THUMDERZZ
idd-000046 12/15/92 THUNDERSZ
1dd-000047 12/15/92 THUMDERZZ
1dd-000046 12/15/92 THUNDEROZ
1dd-000042 12/15/92 THUNDERZZ
1dd-000050 12/15/92 THUNDEROZ
10d-000051 12/15/92 THUNDERZZ
1dd-000052 12/15/92 THUNDERO3
1dd-000053 12/15/92 THUNDERZZ
1dd-000054 12/15/92 THUNDERO3
1dd-000055 12/15/92 THUNDERSZ
idd-000056 12/15/92 THUNDERO3
1DEM.55-000057 1710493 test1

nspections: 81 of 8

Inspection date Inspection type

ARD
ARD
Self assessment
ARD

Corporate

ARD

Self assessment

ARD

Self Assessment
Self Assessment
Self Assessment
Self Assessment
Self Assessment
Self Assessment
Self Assessmant
Self Assessment
Self Assessment
Self Assessment
Self Assessment
Self Assessment
Self Assessment

Select Special Global Update from the Enter menu.

Update!
Is this DK?

O

4 Records Are Selected for Global

| Print ll Cancel

| DK I

If the message is OK click OK otherwise click Cancel.
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How to Use the Special Guest Features, Continued

Special Global Item Layout:

Apply ltems Global Updates

This is a global change.
It can not be undone once it is applied to the selection.
Fill in the appropriate fields for update_ The dollar sign ($) is used to globally erase the
contents of a field!

Special Date: Starting *: Iteration:
| | [0 | [ |

Special Mame:

Special Textl:
@ Replace Comments 0 Insert Comments T Append Comments

Special TextZ:
@ Replace Comments 0 Insert Comments " Append Comments

Apply Change Cancel

Special Global Inspection Layout:

This is a global change.
It can not be undone once it is applied to the selection.
Fill in the appropriate fields for update. The dollar sign
(3$) is used to globally erase the contents of a field!

Special Date:

Special Name:

Comments:
® Replace Comments O Insert Comments ) Append Comments

Apply Change Cancel
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How to Use the Special Guest Features, Continued

Steps Special Guest, Admin, and Designer Action Only
5.

Input the data that you want to globally add or append or insert.

When done click on Apply Changes.
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How to Export Special Guest Data

Export Comments Do the following to export your comments data out of DefTrack:
Steps Special Guest, Admin, and Designer Action Only
1. From the splash screen go to the Enter menu and choose Export
Comments...
2.

79 Inspections & 396 ltems will
0 be zearched for comments, this

may take some time!

Is this OK?

| _print || cancer | 0K I

The above dialog box will appear. If you want to continue click OK
otherwise click Cancel.

On OK a special file will be made containing all the special
comments you entered in your personal data file. The special file
have the file name Special prefixed with a date i.e..

Special. nm/dd/yy.

Warning: You must export your special comments from your data file before you
delete it and before you load a new DefTrack data file. If you don't you
will lose all of your special comments that you've entered.
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How to Import Special Guest Data

Import Comments This import procedure is used to import items that have been
exported using Export Comments. Both the Import/Export
Comments choices can only be accessed by the Special Guest,
Administrator and Designer only passwords.

Steps Action for Special Guest, Admin., and Designer Only
1. From the Splash screen choose Import Comments.. from the Enter
menu.
2.

Select the FIEST file in the import
‘l setl

Click OK.

|ﬁ Def Track Data v | — Dennis

0O ?/21/93.5pecial [:]

dd.bb.Transferlteml

dd.bb.Transferltem2 Desktop

0O

0O

0O dd.bb.Transferltem3
0O 1temi
0O
0O
(]

toms
New Data Files iy Open

Choose the correct Special file and click Open. The import procedure
will begin and you will be returned to the splash screen at the end of
the process.

Cancel will stop the process and return you to the splash screen.
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INDEX

Add Button 13

Add Selection To Saved Set 22

Add to roll up 67

Apply Mgr-Responsibility 64
Archive 43

Archive Delete 51

ARO Only Export 40

Comments - Export 42, 78
Comments - Import 50, 79

DefTrack Administrators Server 2
Delete - Archive 51

Delete button 18

Delete Records 17

Delete Selection 17

Display Inspections - Items View 56
Display Items - Inspections View 54
Export - Items Transfer 37

Export - Regular 36

Export Comments 42

Export Comments... 78

Export DefTrack Data to other applications 58
Export Special Guest Data 78
Export to ARO 40

Export to Directorate 39

Global unique string change 63
Global Update 60

Import - Item Transfer 47

Import - Regular 45

Import Comments 50

Import Comments.. 79

Import Special Guest Data 79

Item Transfer Import 47

Items Transfer Export 37

Launching DefTrack 5

Modify Records 16

New Inspections 11

New Items 13

Omit Saved Set from Selection 23
Omit Selection from Saved Set 23
Quick Report 26

Quick Report - Adding Fields 26
Quick Report - Delete Columns 27
Quick Report - Formatting 32
Quick Report - Headers and Footers 32
Quick Report - Insert Column 27
Quick Report - Inserting Break Levels 30
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Quick Report - Loading Templates 35
Quick Report - Saving Templates 34
Quick Report - Size Columns 27
Quick Report - Sort Order 29

Recall Button 14

Restore Selection 22

Save Current Selection 22

Searching Parameters - Saving and Loading 20
Searching Records 19

Show Inspections 56

Show Items 54

Sort the Current Selection 24

Special Comments 73

Special Global Update. 75

Special Guest Features 73
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